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RD I nstruction 2018-D

PART 2018 - CGENERAL

Subpart D - Policy and Procedure for Handling U S. Treasury Checks and
U S. Savi ngs Bonds

8§2018. 151 Ceneral

Thi s subpart prescribes the policy and procedure for handling of U S
Treasury checks by designated agents of the Treasury Departnent, and reporting
the I oss, theft, destruction, nutilation, or nonreceipt of a check or US
Savi ngs Bond purchased under the payroll deduction plan. NOTE: This subpart
may be suppl enented by United States Departnment of Agriculture (USDA)-Nationa
Fi nance Center (NFC) issuances.

8§2018. 152 Authority and responsibility.

The designated agent listed in 82018.153, authorized representatives, and
others authorized to deliver checks in 82018.154 will be responsible for fully
conmplying with this procedure and their designation. This responsibility
i ncl udes designated agents assuring the receipt of all U'S. Treasury checks
for which they have delivery and distribution responsibility.

(a) County, District, State, or National Ofices. Programstaff
personnel with responsibility for delivery of checks will provide
adequat e saf ekeepi ng procedures, control, and | ockup facilities for
checks held on site pending delivery, and be responsible for the
handl i ng of checks forwarded to them by the designated agent. These
officials will not communicate with the Regional Financial Center (RFQ)
concerning the handling of checks, except in cases of cancel ed | oans,
and as provided in 82018. 154 (qg).

(b) Enploynent offices. Designated staff in the National Ofice and
State O fices, and Personnel QOperations, St. Louis Branch, are

desi gnated as enpl oynent offices and are responsible for the execution
of docunents, maintenance of record copies of required docunentation,
and data entry through the Personnel Renote Entry System (PRES), as
fol | ows:

(1) Reporting to the NFC or RFC, as appropriate, the nonreceipt,
| oss, theft, destruction, or nutilation of a salary check, as
prescribed in 82018.156 (h) and (i).

DI STRI BUTI ON:  WSDC Adm ni strative Services
Cener a
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§2018. 152 (b) (Con.)

(2) Transmtting data fromthe following forms to NFC. Agriculture
Department (AD)-349, "Declaration Sheet"; Standard Form (SF)-1199A,
"Direct Deposit Sign-Up Form; and Savings Bond Division (SBD)-2003,
"Aut hori zation for Purchase and Request for Change - United States
Series EE Savi ngs Bonds."

(3) Assisting enployees in preparing reports and transmtting
information to NFC regardi ng nonrecei pt of bonds as prescribed in
§2018. 157 (c).

(4) Furnishing information, if requested, to enployees reporting
the loss, theft, or destruction of bonds, as prescribed in §2018. 157

(d).

(c) Finance Ofice. The Finance Ofice will rmaintain |iaison between
Farmers Hone Adm nistration (FnHA) and the RFC for purposes of providing
and mai ntaining accurate mailing instructions and initiating all FrHA
actions required for the handling, cancellation, and/or replacenment of
stale dated, lost, nutilated, or destroyed |oan, grant, or refund
checks. Responsible units are as follows:

(1) Research & Reentry Unit (RRU), FC 360D2, Fiscal Accounting
Branch. RRU is responsible for all actions required for checks and
obligations relating to |l oan or grant program funds, except for
refund checks.

(2) Accounts Settlenent Unit (ASU), FC 340C3, Loan & | nvestor

Accounting Branch. ASU is responsible for all actions relating to
refund checks.

82018. 153 Desi gnat ed agent.

The incunmbent in the position listed in paragraph (a) of this section
has been designated as an agent of the Treasury Department for delivering and
handling U S. Treasury checks that are processed through the Finance Ofice,
as provi ded herein.

(a) Position. Director, Property and Supply Managenent Staff, and
Deputy Director, Property and Supply Managenent (the latter to serve as
alternate agent) FmHA, St. Louis, M ssouri

(b) Scope of activities. Loan and grant disbursenents to program
reci pients and all refund checks processed through the Finance Ofice.

(c) Salary checks and bonds. Salary checks and U S. Savings Bonds wil|
be mailed by the NFC to addresses desi gnated by enpl oyees.
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§2018. 153 (Con.)

(d) NrFC paynents. RD Instruction 2024-A sets forth procedures relating
to the handling of checks which are issued through NFC purchase order
syst ens.

82018.154 U.S. Treasury checks processed through the Finance Ofice.

(a) lssuance of checks. Checks processed through the FnmHA Fi nance
Ofice will be prepared by the Kansas Gty RFC in accordance with
instructions received fromthe Finance Ofice. The RFC will issue
checks in the payee's nanme (no address) and mail the checks to the FnHA
of fice designated by the FnmHA Finance Office. Checks will be dated 3
wor ki ng days fromthe date of the request. Checks for |oans and grants
will be issued in accordance with instructions contained in the Forns
Manual Insert (FM) for Forms FnHA 1940-1, "Request for oligation of
Funds, " or FmHA 1944-51, "Miultiple Fam |y Housing Obligation-Fund
Analysis.”™ Al other checks will be issued in accordance with

i nstructions contained in applicable RD Instructions and/or FMs.

(b) Stale dated checks. Under the provisions of Public Law 100-86, The
Conpetitive Equality Banking Act of 1987, generally all U S. Treasury
checks nust be negotiated within 12 nonths after the date of the check
or becone "stale dated." Stale dated checks are automatically cancelled
by Treasury. Stale dated |oan or grant checks received or held in field
of fices should be forwarded to RRU, FC 360D2, for disposition. Stale
dated refund checks should be forwarded to ASU, FC-340C3, as defined in
§2018. 152 (c) and

§2018. 155 (c).

(1) If a stale dated check is erroneously deposited into the
Concentration Banking System (CBS) and subsequently returned as
nonnegoti able by the financial institution (FI), the field office
shoul d treat the check as defined by the FM for Form RD 1951-
48, "Concentration Banking Daily Activity Report," and forward the
stal e dated Treasury check and the FI's debit nenp to the Finance
Ofice with the Concentration Banking Daily Activity Report (DAR)
package.

(2) The amount of the returned check should be included in the DAR
to National Data Corporation to ensure that the FI is reinbursed for
the returned item The Cash Managenent Branch (CMB), Finance
Ofice, will forward the Treasury check to RRU or ASU after the DAR
package is reconcil ed.
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(c) Delivery by FnHA office. Checks will be delivered to the
respecti ve payees (borrowers) in accordance with the appropriate |oan
maki ng i nstruction. Wen check(s) are delivered to the FnHA office, the
FmHA official will determne that the name of the payee and the

amount (s) of check(s) coincide with the request on file. The FnHA

of ficial should be sure that the check is properly endorsed to insure
paynment to the intended recipient. An exanple of such a restrictive
endor senent is:

"Pay to the order of (3rd party payee)"-
(contractor, devel oper, sub-contractor
bui I di ng supply house, etc.) for the

pur pose of

(d) Check and obligation cancellation - |oan and grant funds.

(1) To cancel a check only or to cancel a check and obligation, the
responsi ble office (County, District, State, or National) wll
return the check in accordance with FM instructions for Forns FnHA
1940- 10, "Cancellation of U S. Treasury Check and/or Obligation," or
FmHA 1944-53, "Miultiple Fam |y Housing Cancellation of U S. Treasury
Check and/or nligation," as prescribed in RD Instruction 1951-B

If afield office is not using the CBS, the check and origi nal of
the appropriate cancellation formw Il be nmailed to the whol esal e

| ockbox as prescribed in RD Instruction 1951-B

(2) Checks not delivered within 20 worki ng days of the date of the
check will be cancelled and returned with Forms FnHA 1940- 10 or FnHA
1944-53 as prescribed in RD Instruction 1951-B. Under no
circunstances will an undelivered check remain outstanding for nore
than 20 worki ng days after the date of the check. Copies of Forns
FmHA 1940- 10 or FnHA 1944-53 will be distributed in accordance wth
the FM.

(3) Follow existing State Ofice guidelines in processing the
reorder of funds through the field office termnal system |If a
check request is processed within 2 days after the cancellation data
is furnished the Finance O fice, a sequence code of "2" must be
utilized when entering the transaction through the term nal system
Use of the sequence code "2" will assure that the cancellation
transaction is processed prior to the check request, thus keeping to
a mnimmthe possibility of the check request rejecting fromthe
system

(4) For checks being cancell ed using Form RD 1944-53, tel ephone the
Fi nance O fice at 314-539-6682 on the date that the check is
deposi ted and provide the data conpleted on the form

4



§2018. 154

(e)
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RD I nstruction 2018-D
(d) (Con.)

(5) For checks being cancell ed using Form RD 1940-10, tel ephone the
Finance O fice at 314-539-2424 between the hours of 7:30 a.m and
4:15 p.m (central tinme) on the date the check is deposited and
provi de the data conpleted on the form

(6) FnHA office code, date of deposit, and verification code must
be provided from Form RD 1951-48, "Concentration Banking Daily
Activity Report,” in addition to providing the data fromthe
cancel [ ation form

(7) After the Finance Ofice receives Form RD 1940-10 or Form RD
1944-53, as appropriate, the borrower's account will be updated
using the information contained in the form

Lost, mutilated, or destroyed checks for loan or grant funds - FnHA

ice action.

(11- 02- 94)

(1) Wen a check has been | ost or destroyed, the FnHA official wll
notify RRU by tel ephone or menorandum and provide the foll ow ng
i nformation:

(i) The name, case nunber, and address of the borrower;
(ii) The amount of the check

(iii) \Whether or not the check was endorsed and, if so, by
whom and t he nanner of endorsenent;

(iv) Wiether or not a replacenent check is required, and;

(v) Wether the | oss occurred prior or subsequent to rel ease
of the check to the borrower. Checks are considered rel eased
to borrower when they are either delivered personally or placed
in the mail for delivery to the borrower.

(2) Checks containing a restrictive endorsenent placed thereon by
FmHA personnel and mailed to the borrower's bank for deposit in a
supervi sed bank account will not be considered as havi ng been

rel eased to the borrower. The report, if nmade by tel ephone, will be
confirmed pronptly by nmenmorandum signed in duplicate by the officia
in charge of the office.

PN 236
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(3) A loan check which is mutilated or defaced to such an extent as
to render it nonnegotiable will be returned pronptly to the Finance
Ofice with a menorandum requesting the i ssuance of a new check.
UNDER NO Cl RCUMSTANCES W LL THE FnHA OFFI CE PROCESS A NEW LOAN
VOUCHER TO OBTAIN A CHECK TO REPLACE ONE WHI CH HAS BEEN LOST OR
DESTROYED. ALSO, THE RFC WLL NOT BE NOTI FI ED OF SUCH LOST,

MJTI LATED, OR DESTROYED CHECK

(f) Lost, mutilated, or destroyed checks for loan or grant funds -
Finance Ofice action. Upon receipt of the report of a | ost or
destroyed check, RRU will conplete SF-1184, "Unavail abl e Check
Cancel l ation,"™ furnishing a conplete description of the check; a request
that stop paynment be placed; appropriate stop paynent coding as defined
by Treasury Financial Mnual 4-7060.20c; and instructions for delivery
of the replacenment check, if required. |In the case of a nutilated
check, RRUw Il return such check to RFC and obtain a repl acnent

t herefor.

(1) Checks lost or destroyed prior to release to borrower: If the
report fromthe County Supervisor or District Director indicates
that the check was | ost or destroyed prior to release to the
borrower and that a replacenment check is required, the SF-1184
should cite any restrictive endorsenent placed on the check by FnHA
and contain appropriate stop paynment coding to indicate that the
repl acenment check will be issued inmediately.

(2) Checks lost or destroyed subsequent to rel ease to borrowers:
When checks have been delivered to payees, the risk associated with
recovery of |ost checks are necessarily greater. Checks endorsed in
bl ank or restrictively endorsed are payable to the bearer. The

repl acenent check will be certified for paynent after the agency has
been notified by the RFC that the original check is outstandi ng, and
a stop paynent order has been issued. In a hardship case, the State
Ofice may call the Finance Ofice, RRU, at 314-539-2424 and request
an i nmedi ate repl acenent.

(3) Checks lost or stolen which are to be cancelled: |[If the report
fromthe County Supervisor or District Director indicates that a
repl acenent check will not be required, the SF-1184 will be coded

accordingly.



RD I nstruction 2018-D
§2018. 154 (Con.)

(g9) Recovery of lost check. |In the event the |ost check is received or
| ocated prior to receipt of the replacenent check, the County Supervisor
or District Director wll imediately notify the Finance Ofice. 1In

nost circunstances, the original check cannot be rel eased to the payee.
In the event the original check is received or located after receipt of
t he repl acenent check, the County Supervisor or District Director wll
forward the original check together with a statenent of the facts to
RFC for proper disposition. A copy of the letter to RFC will be

furni shed the Finance Ofice. The Finance Ofice should be contacted at
314-539-2424 to obtain the control nunber previously assigned to the SF-
1184 and the proper RFC | ocation address to be used in forwarding the
original check and associated information to RFC

82018. 155 Refund checks.

(a) Undelivered after 20 days. Refund checks that remrain undelivered
for nmore than 20 working days after the date of the check shoul d be
returned by field offices to CVMB, FC-354C, for cancellation. In
addi ti on, an explanation of the circunstances

i nvol ved in each case and instructions regardi ng subsequent disposition
of the funds should be sent along with the check. CMB

wi Il coordinate the cancellation of these checks with ASU, who will be
responsi ble for the disposition of funds.

(b) Lost or missing. Field offices will notify ASU, FC 340C3, when
refund checks are lost or missing. Correspondence shoul d include
applicable information required by 82018. 154 (e), if available, and a
request for tracer action. |If applicable, ASUw ||l performthe steps
outlined in 82018. 154 (f).

(c) Stale dated checks. Stale dated refund checks returned to FmHA
of fices by payees should be forwarded to ASU, FC-340C3, along with
i nstructions regarding the disposition of the funds.

82018. 156 Sal ary checks.

(a) Delivery of salary checks to enpl oyees. Enployees may elect to
have their salary checks sent to a mailing address or to have the checks
deposited directly to their account in a financial institution

(1) Enployees electing to have their checks sent to their mailing
address wi || execute Form AD- 349.

(2) Enployees electing to have their net pay check deposited
directly in a financial institution will execute SF-1199A.

7
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§2018. 156 (Con.)

(b) Alotnment fromsalary checks for credit to savings account.

Enpl oyees who wi sh to have payroll deductions for savings in specified
anmounts remtted regularly to a financial institution of their choice
will execute SF-1199A.

(c) lssuance and mailing. Salary checks for FmHA enpl oyees are mail ed
from RFCs to addresses designated by the enpl oyees.

(d) Receipt of salary checks. Any salary check which is not received
fromthe RFC the day it is normally received should be reported to the
enpl oyment office. The enploynment office will report to NFC the

nonr ecei pt of the check as prescribed in paragraph (h) of this section

(e) Delivery to enployee. A check drawn on the Treasury of the United
States in paynment of the salary of an enpl oyee nmust be delivered to such
enpl oyee unless witten instructions for other delivery are provided.

(f) Method of delivery. FnHA policy is that no USDA sal ary checks will
be physically delivered to enpl oyees by designated agents.

(g) Errors in salary checks.

(1) Checks which contain an error in name or designation of payee

t hat woul d precl ude proper negotiation will be forwarded by the

enpl oyee to his enploynent office together with a signed nenorandum
citing his social security number, the pay period involved, and a
request for issuance of a replacenent check. The enploynment office
will forward the signed nenorandum received fromthe enpl oyee
together with the check to the NFC. The NFC will forward the
incorrectly drawn check to the RFC and begi n reprocessi ng procedures
upon recei pt of the SF-1098, "Schedul e of Cancelled or Undelivered
Checks from Treasury."

(2) Salary checks drawn for an incorrect amount will be brought to
the attention of the enployment office. It is incunbent on the
enpl oyee to notify the enploynent office i mediately of any
unexpl ai ned increase in his pay as well as any decrease. The

enpl oynment office will contact the NFC, Inquiry Section, to
determ ne the anobunt of the underpaynent or overpaynent, unless the
difference is explained satisfactorily by Form AD- 334, "Statement O
Earni ngs and Leave." Administrative errors which result in

under paynents will be corrected expeditiously through nornmal NFC
payrol | processing procedures and as defined by Finance Instruction
301.4, "Finance Ofice Inprest Fund for Energency Salary and Trave
Advance Needs."
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RD I nstruction 2018-D
(g) (Con.)

(3) Overpaynents or erroneous paynents of pay represent

cl ai ns agai nst the enpl oyee and are subject to the provisions

5 U S C 5584, 10 U S.C. 2774, and 32 U.S.C. 716, which provide the
st andards and procedures for possible waiver of clainms of the United
States arising out of erroneous paynents of pay to enpl oyees. An
application for waiver may be initiated by an enpl oyee from whom a
col l ection is sought, by an authorized official of the Agency, or by
the Conptroller General of the United States. The "Conditions for
Wi ver" defined by 4 CFR Part 91.5 indicate that wai vers nmay be
granted only when coll ecti on woul d be agai nst equity and good
conscience and not in the best interests of the United States and
other listed conditions are met. GCenerally, these criteria will be
net by a finding that the erroneous payment occurred through

adm nistrative error and that there 1s no indication of fraud,

m srepresentation, fault, or lack of good faith on the part of the
enpl oyee, nenber, or other person having an interest in obtaining a
wal ver of the claim For purposes of review ng erroneous paynments
of pay to enpl oyees, the foll owi ng guidelines should be fol | oned:

(i) For processing mnor overpaynents (up to 10 percent of the
enpl oyee' s net pay), collection of the overpaynent will
ordinarily be considered as being in the best interest of the
United States and not agai nst equity and good conscience.

(i1) In those cases in which an overpaynent occurred through
adm nistrative error and is not considered mnor; there is no
evidence of fraud, m srepresentation, fault, or lack of good
faith on the part of the overpaid enpl oyee or anyone el se
having an interest in waiving the claim and collection of the
claimcould be construed to be against equity and good
conscience and not in the best interest of the United States,
the enpl oynent office will pronptly prepare a report
sunmarizing in detail the facts upon which the possible waiver
is based in accordance with the provisions of 4 CFR Part 92.

(i1i) Applications for waiver will be submtted through the
Deputy Adm nistrator for Managenent to the Secretary. The
Agency may di sapprove wai ver applications in amunts of $1, 500
or less, but the waiver applicant nust be inforned of the right
to appeal the decision by requesting the

PN 236
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Agency to submit the waiver application to the CGenera
Accounting Ofice (GAO) for review. \Waiver applications in
excess of $1,500 for which the agency reconmends approval and
al |l appeal s, regardl ess of anount, nust be submitted for

consi deration to the GAQO

(h) Recertification system Recertification is the process of issuing
a second check for the sane paynent and results froma payee cl ai m ng
nonrecei pt, loss, theft, mutilation, destruction, or forgery of U S
Treasury checks.

(1) The process begins at noon on Friday foll owi ng the Thursday
payday.

(i) The enployee reports that a check is late in arriving.

(ii) The employnment office contacts (by tel ephone) the NFC
Payrol | Adjustnments and Inquiry Section and reports checks
whi ch were not received on tine.

(iti) At this time, NFC determ nes whether a check has been
issued. |If no check has been issued, the enploynent office is
notified and advised to send a "Quick Service" request to NFC
as specified in Chapter 13 of the Payroll/Processi ng Manual
The "Quick Service" process will result in manual processing
procedures to produce a check if necessary.

(iv) For checks that have been issued, the NFC provides the
enpl oynent office with information which may be needed if the
check is not subsequently received by the enpl oyee.

(v) The enploynment office advises the enpl oyee of the status
of the check based on information recei ved fromthe NFC.

) |If the enployee has not received a check by the Tuesday
I

| owi ng the Thursday payday, the enploynment office will tel ephone
e NFC to request a repl acenent check

(
t

(2
fo
th

i) NFCwll begin recertification procedures upon receipt of
he tel ephone call fromthe Agency on Tuesday.

(i1) At this tine, the enployee nust file and the Agency nust
certify Form AD-663, "Request for |ssuance of Replacenent
Check," in accordance with chapter 13 of the NFC

Payr ol | / Personnel Processi ng Manual

10
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§2018. 156 (h)(2) (Con.)

(iii) Wien the replacenent check is requested, NFC processes
an SF-1184 to stop paynent of the original check

(3) The enployee may negotiate the first check received. |If the
payee has both checks, the replacenent check shoul d be negoti at ed
and the original check should be returned to the RFC

(4) The Direct Deposit/Electronic Funds Transfer (DD EFT) System
transfers salary paynents electronically fromthe U S. Treasury
Departnent, through the Federal Reserve System to an enpl oyee's
financial institution. DD EFT enables direct deposit to an

enpl oyee' s account. |f deposits are nmade to a financial institution
whi ch has not signed an arrangenent for DD with the Federal Reserve,
the RFC will issue the DD in the formof a check to the financia
institution. |f deposits fail to arrive in the bank account of the
enpl oyee's financial institution, the NFCis notified by the

enpl oynent office based on input fromthe enpl oyee and:

(i) For nonreceipt of a DD check, NFC contacts the financia
institution to confirm nonrecei pt and traces the check through
t he banking system NFC issues a SF-1184 if a check was issued
and then recertifies the paynment.

(i1) For nonreceipt of EFT deposits, NFC interacts with the
Kansas City RFC to correct the problemand then recertifies the
paynment .

(i) Recertification and replacenent after receipt by enployee. The
procedures outlined in paragraph (h) of this section are also

followed to initiate the repl acenent of salary checks which are | ost,
stolen, mutil ated, defaced, or destroyed after receipt by the enpl oyee.
Addi ti onal requirenents are specified bel ow

(1) Any remmining portion or fragnent of the original check nust be
returned to the NFC as an attachnent to AD 663.

(2) If the NFC deternines that the original check has been

negoti ated, the enployee will be required to conplete Financia
Managenent Service (FMS)-1133, "d aim Against the United States For
The Proceeds of A Government Check."

11
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8§2018. 157 Savi ngs bonds.

(a) Purchase. Enpl oyee execution of Form SBD- 2003 aut horizes the NFC
to purchase U S. Savings Bonds through salary allotnment. The SBD- 2003
wi |l be prepared and forwarded to the enpl oynment office having
jurisdiction over the enployee. Enploynent offices will review SBD 2003
for conpl eteness and accuracy. The data contained in SBD 2003 will be
transmtted to the NFC via PRES and the original will be retained on
file in the enpl oynment office. The Disbursing Center, Birm ngham

Al abama i ssues bonds. Delivery of bonds may be expected not |ater than
30 days fromthe date of final payroll deduction for this purpose.

Enpl oyment offices will not make inquiries of the NFC regarding issuance
of bonds until after the previously stated tinme schedul e for issuance
and delivery clearly indicates there is need to followp wth the NFC

(1) An enployee desiring to change the amount of the bond all ot nent
or denom nation, or the nane and address of the owner or co-owner
wi |l execute a new SBD- 2003

(2) Payroll deductions for purchase of bonds will remain in effect
until cancel ed by the enpl oyee by executing a new
SBD- 2003, or termnation from Federal service.

(b) Verification of bonds. Recipients should exani ne each bond when
recei ved. Any bond drawn erroneously or incorrectly should be returned
to the enpl oyee's enploynent office with a |letter explaining the reason
for such return and request issuance of a properly drawn bond. Al
conmuni cati ons and correspondence with the NFC regarding the correction
process will be handl ed by the enpl oynent office as prescribed in the
NFC Payrol | / Personnel Processi ng Manual

(c) Replacenent bonds (nonreceipt).

(1) A bond that is not received within 30 days of the date of
the final payroll deduction which provided an accumnul at ed anount
sufficient to purchase the bond should be reported, by letter
signed by the owner, to the enploynent office. The letter should
contain the followi ng information

(i) A staterment that the bond was not received;

(ii) Name of the owner and co-owner or beneficiary, if
desi gnat ed,;

12
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(d)

RD I nstruction 2018-D
(c)(1) (Con.)

(iii) Omer's social security nunber if he is the enpl oyee who
purchased the bond. If not, include the enployee's nane and
soci al security number

(iv) Denom nation of the bond;
(v) Miiling address for the replacenent bond; and

(vi) A list containing the issue dates of bonds received
i medi ately before and after the mssing bond(s).

(2) Upon receipt of the signed letter fromthe owner, the

enpl oynent office will contact the NFC Inquiry Section to obtain the
i ncl usi ve nunber series in which the bond was issued, the issue
date, SF-1166, "Voucher and Schedul e of Paynents," pay period in

whi ch i ssued, and any additional information needed. The enpl oynment
office will assist the enployee in conpleting Public Debt Form
(PDF)-3062, "ClaimFor Relief On Account O Loss, Theft O
Destruction O United States Saving Bonds After Valid |ssue But
Prior To Recei pt By Omer, Co-owner O Beneficiary," and then
forward the signed letter with the additional information to the
RFC. The enpl oynent office will insert "SAVINGS BOND' in bold type
in the top margin of the letter to expedite issuance of the bond.

(3) If a replacenment bond is issued and the original bond is
subsequently received, the original bond nust be returned through

t he enpl oynent office to the Bureau of the Public Debt as prescribed
in the NFC Payrol |/ Personnel Processing Manual. The substitute bond
is the only one which will be honored by the Treasury Departnent at
the time it is to be redeened.

Repl acenent bonds for lost, stolen, nutil ated, defaced, or

destroyed bonds.

(11- 02- 94)

(1) A request for a replacenent bond should be prepared only if the
bond was received but subsequently lost, stolen, mutil ated, defaced,
or destroyed to the extent of being nonnegotiable. In this case,

t he desi gnated owner nust send a signed letter directly to:

U S. Treasury Departnment
Bureau of Public Debt

200 Third Street
Par ker sburg, W 26106
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RD I nstruction 2018-D
§2018. 157 (d) (Con.)

(e)

(2) The letter should identify the bond(s) to be replaced and
shoul d contain as rmuch of the followi ng information as possi bl e:

(i) The owner's name and social security nunber;

(ii1) Miiling address for the replacenment bond;

(iii) Name of co-owner or beneficiary, if designated,

(iv) Denomnation, issue date, and nunber of each bond; and

(v) A concise statenent describing the circunstances which
require that a replacenent bond be issued.

(3) The enploynment office will assist the enployee in conpleting
PDF- 3062, or PDF-1048 "Application For Relief On Account O Loss,
Theft O Destruction O United States Savings And Retirenent
Securities," as applicable; and then forward the signed letter with
the additional information to the RFC. |f the nonnegotiable bond is
in the possession of the owner, it nust be attached to and forwarded
with the letter. A copy of the letter should be furnished the

enpl oyee' s enpl oynent of fice.

(4) The enploynent office will furnish any information needed for
the letter If requested by the enployee or owner. |f necessary, the
enpl oyment office will contact the NFC Inquiry Section for such

i nformation.

(5) Wenever a bond is reported as lost or stolen but is
subsequently recovered, it nmust be returned to the Bureau of Public
Debt in Parkersburg, W, when the replacenent bond is received. The
repl acenent bond is the only one which will be honored by the
Treasury Departnment at the tine it is to be redeened

Credit bal ances.

(1) Wen an enpl oyee cancels a bond allotnent, the salary check for
the pay period in which the cancellation is effective will include
the bal ance in the bond account.

(2) Wen an enployee termnates service with the Federa
Government, any accunul ated bal ance to the enployee's credit will be
i ncluded in the enpl oyee's final salary check

§82018. 158 - 2018.200 [Reserved]

0Qo
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